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Overview of the Test Information Distribution Engine (TIDE)

The Test Information Distribution Engine (TIDE) provides administrators with the tools to add and
manage users and students participating in the Smarter Balanced Field Test. TIDE uses a role-
specific design to restrict access to certain tasks based on the user’s designated role.

In addition to creating new administrative users and modifying roles, TIDE allows authorized users to
manage student information, including default test settings and accommodations. TIDE is accessible
via the Smarter Balanced portal, available at http://sbac.portal.airast.org.

User Roles and Access

Smarter Balanced users (District Test Coordinators, District Administrators, School Test Coordinators,
and Test Administrators) are associated with a district and/or school. Your user role and association
dictate your level of access within the Smarter Balanced system. The user roles are defined below.

All state users, District Administrators, District Test Coordinators, School Test Coordinators, and Test
Administrators can create online test sessions for students in their associated district or school.

Table 1. User Roles and Access in TIDE

Role Description

State Users (State) State users are managed by ETS.

State users may add other state users, as well as District Test Coordinators, School
Test Coordinators, and Test Administrators.

State users may also upload student information files that contain eligible students
participating in the Field Test in their state.

District District Administrators are managed by State users.

Administrators (DA) District Administrators may add other District Administrators as well as District Test

Coordinators, School Test Coordinators, and Test Administrators.

District Administrators may also upload student information files that contain eligible
students participating in the Field Test in their state.

District Test The District Test Coordinator is designated by the district when the district confirmed
Coordinator (DC) participation in the Field Test. District Test Coordinators can also be added to TIDE by
a State user.

District Test Coordinators can manage School Test Coordinator and Test
Administrators. DCs cannot upload student information files.

School Test The School Test Coordinator is the person designated by the district when the district
Coordinator (SC) or school confirmed participation in the Field Test. School Test Coordinators can also
be added to TIDE by a State user or District Test Coordinator.

School Test Coordinators can manage Test Administrators. SCs cannot upload student
information files.

Test Administrator School Administrators may identify school personnel as Test Administrators.

(TA) Test Administrators can view student information only for students in their school.

They cannot add, edit, or remove students from TIDE. Additionally, TAs cannot view
user information.

©2014 American Institutes for Research -TIDE 5 - Last Updated 1/13/2014
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About Microsoft Excel Files

TIDE allows authorized users to export/download files as well as upload files in one of two formats:
.csv and .xlIsx. Your version of Excel impacts the file format you should select or use.

CSV (comma-separated values):

If you have Excel 2003 or earlier, AIR recommends that you download exported records in .csv
format. CSV files do not automatically preserve leading zeros (hnumbers that begin with at least one
zero at the beginning, e.g., 0001234). Therefore, to ensure that student data, especially SSIDs,
appear in Excel correctly when using the .csv file, follow the instructions in Appendix A: Opening a
CSV File in Excel.

Excel:

Microsoft Excel 2007 .xlsx files automatically preserve leading zeros. Excel 2007, 2010, or 2013
must be used to correctly open these files. These files cannot be opened using an earlier version of
Excel.

©2014 American Institutes for Research -TIDE 6 - Last Updated 1/13/2014
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Introduction to this User Guide

This user guide supports individuals using TIDE to manage users and eligible students participating
in the Smarter Balanced Field Test. This introduction describes the contents of this document and
includes a key for identifying icons and elements found throughout the guide.

User Guide Content

This user guide provides information about the TIDE system for the Smarter Balanced Field
Test in a series of three sections, as follows.

e Section I, Accessing TIDE, explains how to access and log into TIDE.
e Section Il, Understanding the TIDE Interface, describes the overall layout of TIDE.

e Section lll, TIDE Tasks, provides an overview of the available tasks in TIDE, the features
available within each task, and the steps to complete the processes in each task.

Table 2. Key Icons and Elements

Icon Description

Warning: This symbol appears with text that contains extremely important information regarding
actions that may cause errors.

©

Caution: This symbol appears with text that contains important information regarding a task.

Note: This symbol appears next to text that contains helpful information or reminders.

1. text Text that appears in gray boxes provides instructions relevant to the task described.
2. text e Numbered (ordered) lists provide step-by-step instructions.
o Bulleted lists provide instructions that do not need to be done in a specific order.

[Text] Text in brackets is used to indicate a link or button that is clickable.

Other Resources

Administration manuals and other related documents for the Smarter Balanced Field Test are also
available on the Smarter Balanced portal.

©2014 American Institutes for Research -TIDE 7 - Last Updated 1/13/2014
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Section I. Accessing TIDE

This section contains information on how to activate a new TIDE account, how to log in after
accessing TIDE for the first time, and how to reset a forgotten password.

| Do NOT share your login information with anyone not authorized to access TIDE. TIDE provides access
. to student information, which must be protected in accordance with federal privacy laws.

Accessing TIDE: First-Time Users

Users who have been added to TIDE will receive an automated email. This email contains the

following information:
e Your welcome to TIDE
e Atemporary password

e Alink to the login page.

1. Inthe email, click the link to access the
login page.

2. Enter your username (email address) and
temporary password.

Username

Enter your email address

Password
Minimum & characters,
including one number

Forgot Your Password?

3. Enter your new password into the New
Password and Confirm Password fields.
(The new password must be at least 6
characters long, and at least one of those
characters must be numeric.)

4. Click [Submit]. You will be directed to the
Password Reset Options page.

Old Password

Nsw Password
minimum & characters , inchudin

Conﬁnn Password
e P

Forget Your Password?

m

5. Select a security question from the list.

In the “Answer” text box, provide your
answer to the security question.

7. Click [Save]. You will be directed to the
TIDE Home page.

Password Resot Options

ovnams 1) b
5 et Arsee
| v Sy vees pee el ol
wWeat e o o 1St pet
R .v.l'l’V "
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If you have not received a new account email:

Il

Check your spam folder. Emails are sent from Smarter-DoNotReply@airast.org. If you still have not
received an email:

e If you are a Test Administrator, contact your School Test Coordinator.
e If you are a School Test Coordinator, contact your District Test Coordinator.

e If you are a District Test Coordinator or District Administrator, contact your appropriate state
education agency personnel or the Smarter Balanced Help Desk.

e If you are a state user, contact your Smarter Balanced representative or the Smarter Balanced
Help Desk.

©2014 American Institutes for Research -TIDE 9 - Last Updated 1/13/2014
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Logging in to TIDE: Post-Account Activation

The instructions in this section are for users who have already activated their accounts and need to
log into TIDE at a later time. All activated users can access TIDE through the Smarter Balanced
portal.

1. Open your web browser and navigate to the DS T —"
Smarter Balanced portal
(sbac.portal.airast.org).

2. Select the Field Tests.

3. Click the [Online TIDE System] button. You
will be directed to the Smarter Balanced
Single Sign On (SSO) login page.

SSO0 allows you to log in to the online systems
provided by the American Institutes for
Research (AIR). After logging in, you can switch
between systems without having to log in and
out of each system. More information is Online TIDE System
available on the next page.

4. Type your username and password in the

respective text boxes and click [Log In]. You Username
will be directed to the TIDE Home page. BN BT RIS
Password

Minimum & characters,
including one number

Forgot Your Password?

Resetting Your Password

If your account was locked or if you forgot your password, click the [Forgot Your Password?] link on
the system login page. You will need to provide your username (email address) that is “on file” in
TIDE. You will receive an automated email that contains a new temporary password. You will need to
log in with the temporary password and update your account with a new, permanent password.

©2014 American Institutes for Research -TIDE 10 - Last Updated 1/13/2014
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Switching Between Smarter Balanced Systems (Single Sign On System)
Smarter Balanced systems use an integrated Single Sign On (SSO) system that allows users to log in
one time and access all available applications. SSO integrates the following applications:

e Test Information Distribution Engine (TIDE)

e Test Administrator (TA) Interface

e TA Training Site

e Online Reporting System

Reminder: Access to all systems and their tasks and features is dependent on your user role.

The top left corner of your browser contains a drop-down menu listing the above applications. From
this menu, select the application (e.g., TA Interface) you want to use. You will be directed to the main
page for that application and will not have to log in again.

Figure 1. TIDE with SSO System

ST Tes! indormuitun Dussitusion Engms (MOE) Uner Darirsivery, AR Role: DC WAccoant  Cortadls  Logowt Halp

Dsinct (9995) AR Demo Disanct A

Smarter Adminabaon Smactar Balanced Peot Tont
 Balanced

o b S

Although navigating to another system is easy, it is important to understand how the system
operates in order to avoid unintended consequences of switching systems.

If you are using the TA Interface for Online Testing and you navigate away from it, your
session will stop, and all students in the session will be logged out. You cannot resume your
session. You will have to create a new session, and your students will have to log in to the
new session to resume testing.

©2014 American Institutes for Research -TIDE 11 - Last Updated 1/13/2014
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Section Il. Understanding the TIDE Interface

TIDE Home Page
The first screen you will see after logging in to TIDE is the TIDE Home page. Your user role is
displayed on the screen in the top right corner, next to your name.

Figure 2. Sample Home Page for District Test Coordinators

User: Vast, Demo Rote: DC Wy Acoun!  Conmaaus  Logoul  Mep  FAQ

Saate: (Al} Air Domo State

m Agminisyason. Smanser Balanced Fieds Test
enced

Home m Stodent Iformation RSt L]

Wedcome to TIDE for the Smarter Balanced Field Test!
Use TIDE to update your account mfcemation, includng your password; view and manage users; and view and manage student
nformation and test settings, The tasks avadable are based on your user roks.

To access the TIDE User Gude, click the [Help) button at the top right comer of the screen.

Her= -
Memge Users Student information Appeals

Smartes Balanced Help Desk | 1855 6331569 | smarterbalancednelpdeaskPets.ong

While you are logged in to TIDE, please do not have more than one TIDE browser tab or window
open. Changes made in one tab or window may overwrite changes made in another and result in

loss of data.

©2014 American Institutes for Research -TIDE 12 - Last Updated 1/13/2014
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Banner Links

The TIDE banner, which contains the “file” tabs, is visible at all times at the top of the page and also
contains specific links and features.

Figure 3. Sample Banner for District Test Coordinators
Veer: Uast, Domo Roke DC Wy Account Conmoc s Logoul H FaQ
State: (Al Air Demo State
mfte’ Adminisyaion: Smarter Balanced Fiedd Test
Balanced
Home —

The upper right corner displays the following information and links:
e Your hame (User) and user role (Role)
e [My Account]—Click to view and update your personal information and change your password
e [Contact Us]—Click to view Smarter Balanced Help Desk contact information
e [Logout]—Click to log out of the site
o [Help]—Click to view and download the TIDE User Guide (requires a PDF reader)
o [FAQ] —Click to view frequently asked questions about TIDE (requires a PDF reader)

o “File tabs”—Click to access a task group.

Accessing tasks via tabs.

The TIDE interface uses tabs as the principal means of navigation. Each tab provides access to a
task group or task in TIDE. Task groups contain multiple tasks (see Figure 4). For a list of all
available tasks, refer to Section Ill, Overview of TIDE Tasks.

These clickable tabs resemble file folders and allow the user to navigate easily through TIDE.TIDE is
automatically configured to show only the tasks that are available to you based on your user role.

Figure 4. Sample Task Group and Tasks for District Test Coordinators

View/Edit Students  Barlf=i0nEREN BYGELRSOLEN AN Upload Student Settings
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My account.

The My Account section contains your account information and a change password feature. To
access it, click the [My Account] link in the upper right corner of the screen.

You cannot update your email address. If you need to update this field, contact your School or District
Test Coordinator. If you are a District Administrator or District Test Coordinator, contact your state
representative or the Smarter Balanced Help Desk. If you are a state representative, contact another
state-level user for your state or the Help Desk.

Il

Figure 5. Sample My Account Pop-Up Window

My Account u

You may review and update your first and last name and phone number. You cannot change your email address or role. When
you have finished saving any changes, click [Update].

To change your password, you must click the [Change Password] link below. This action will open a new window. If you change
your password, the new password must be at least six (6) characters long, and contain at least one number.

Change Password

User Information
*Email: |demouser@email.com
*FirstName: Demo
*LastMame: |ser
Phone:  123-456-7890

Role: STATE Al-Air Demo State

Changing your password

1. Click the [Change Password] link.
2. Enter your new password twice. The new password must:
e De at least six (6) characters long, and

e contain at least one number
3. Click [OK].

Password changes take effect immediately and apply to all Smarter Balanced systems provided by
AIR, including TIDE, the TA Interface, and the TA Interface Training Site.

. e—
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Section Ill. Overview of TIDE Tasks

TIDE allows authorized users to view and manage user and student information, as well as create
and view test appeals cases related to testing. Your user role determines the tasks that you are able
to access, and whether you are able to make changes. This information is outlined in Table 3 below.

Table 3. User Access to Tasks in TIDE

Task Group  Description Tasks and Editable Settings User Role

Manage Add, upload, view, View/Edit Users v v v v
Users and edit information
for users in your Add User v v v v

state, district or

school who are Upload Users

below your role v v v v
level.
Student Add, view, and edit View/Edit Students* v v v v v
Information | student information,
including test Student Demographics v v
settings.
*Note: All users can Student Test Settings v v v v
view student
information. Add Students v v
However, DCs, SCs, ]
and TAs cannot Upload Student File v v

update demo- _
graphic information Upload Student SettlngS

and TAs cannot v v v v
update test settings.
Appeals Create and view Create Appeals v v v v
requests for test
opportunity appeals, | View Appeals v v v v v
including test
invalidations, resets, | View Pending Appeals v
and reopens.
Upload Appeals v v v v
Voice Pack Download the N/A
NeoSpeech™ Julie v v v v
voice pack.

©2014 American Institutes for Research -TIDE 15 - Last Updated 1/13/2014



Smarter
Balanced TIDE User Guide

Assessment Consortium

Task Group: Manage Users

Manage Users REOLERRLIInEiLGN Appeals
View/Edit Users Upload Users

The Manage Users section contains the following tasks: View/Edit Users
Add User
Upload Users

This section of TIDE allows state users, District Administrators, District Test Coordinators, and School
Test Coordinators to add other users or modify information for existing users (either individually or
through a file upload process).

e State users may add and manage other State users, District Administrators, District Test
Coordinators, School Test Coordinators, and Test Administrators.

e District Administrators may add and manage other District Administrators, District Test
Coordinators, School Test Coordinators, and Test Administrators.

e District Test Coordinators may add and manage School Test Coordinators and Test
Administrators within their district.

e School Test Coordinators may add and manage Test Administrators within their school.

©2014 American Institutes for Research - TIDE 16 - Last Updated 1/13/2014
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Task: View/Edit Users.

The View/Edit Users page allows users to search for people within their state, district, and/or school
who have already been added to TIDE.

Figure 6. Sample View/Edit Users Page with Search Results Table

i+ View/Edit Users

This task ts you search for users below your roke lavel *
and review their mformation, The search rasults table
will dsplay users who meat tha search cntana F Sale Al-ArDemostate 1|»

de  Dwstnct Tast Coordnator (OC) |=

To begmn, select a roke evel from the drop-down list, Hisnct | A1_9999 - Demo distict 9999 (=
then venfy or select the dstnct and/or school from the Eind
raspective drop-down lists,
o To disploy ofl usam el ” e lavel safect "A
fn he R drop-down list

Total Number of Users: 54

Expoat

Searching for user records.

Verify or select a role from the Role drop-down list. To view all users, select “All Roles.”

Verify or select your district and school.
e To view all users in a district, select “All Schools” from the School drop-down list.

3. Enter any search criteria you want to include.

4. Click [Search]. The page will display the search results table containing the user records that
match the search criteria

Understanding the search results table.

e Each row contains information for each user, including Role, State Abbreviation, Responsible
District Identifier, Responsible School Identifier, First Name, Last Name, Phone, and Email.

e Each row also contains a [View] button and a checkbox.

— The [View] button allows you to view the complete information for the selected user and
update his or her information.

— The checkbox allows you to select individual users to delete or export.

©2014 American Institutes for Research -TIDE 17 - Last Updated 1/13/2014
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Sorting search results.

By default, the search results table automatically “sorts” by Last Name in ascending order. However,
all columns in the table are sortable in both ascending (A-Z, 0-99) and descending (Z-A; 99-0)
order.

To sort the table in ascending or descending order by a specific attribute, click on a column
header (e.g., First Name). The table will automatically sort by the selected attribute.

— The selected attribute will have an arrow next to it.
=  When the arrow is pointing up, the column is sorted in ascending order.
=  When the arrow is pointing down, the column is sorted in descending order.

To sort a selected column in the other direction (descending versus ascending), click the
column header again.

Deleting Users.

You may also delete users.

=l R

Click the checkbox for each user in the search results table whom you want to delete.

Click [Delete].

A pop-up window will appear asking you to verify that you want to delete the selected user(s).
Click [OK] to confirm that you want to delete the selected user(s).

This change takes effect immediately, and the deleted user(s) will no longer be able to log in to
Smarter Balanced systems.

©2014 American Institutes for Research - TIDE 18 - Last Updated 1/13/2014
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Exporting user records.

You can export user search results as a CSV file, which can be opened
using Microsoft Excel or a notepad application, or as an Excel .xslx file, Export

which must be opened using Excel 2007, 2010, or 2013.
Export all to Excel

You can export all user records or export selected records. Export selected to Excel

Export all to C5V

Export selected to CSV

Export all user records

You can export a data file that contains all users from the search results table.

1. Hover over the [Export] tab and click either the [Export All to Excel] or [Export All to CSV] option.
A file dialog box will appear.

2. Save the file to the desired location on your computer and open the file using Microsoft Excel or
a compatible program (for .csv files).

Export selected user records

You can export a data file that contains only selected (checked) users from the search results table.

Click the checkbox for each user whom you want to include in the file.

Hover over the [Export] tab and click either the [Export Selected to Excel] or [Export Selected to
CSV] option. A file dialog box will appear.

3. Save the file to the desired location on your computer and open the file using Microsoft Excel or
a compatible program (for .csv files).
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Editing user information.

Reminder: To view a user’s complete record, click [View] next to his or her name in the search
results table.

The Edit User page allows you to update the user’s first name, last name, and phone number. You
cannot change the person’s email address.

Figure 7. Sample Edit User Page

i+ Edit User

You may edit the name and phona number for the usaer that you selectad. Whaen you are done updating the information, chck [Save].
To return to the user listing, click [Go Back to Search Results].

Note: You cannat change the user's emar address, If you need to change any information that s read only (non-editable), you must
delete the user and and then add him or her back to TIDE with the updated information, You can add users using the Add Users or

Upload Users task

o Back To Search Results

District: Al_9299 - Demo District
9999

Usemame: demouser!@emal com
* Email: den
* Fust Name. Aaron
* Last Name: Adams
Phone: 123-456-78%0

If you need to re-associate a user with a different district or school or modify the person’s email
address, you will need to delete the user and then re-add him or her. You may do this on an individual
basis by deleting the user and then re-adding him or her via the Add User task. Alternatively, you can
follow the process outlined in the Upload User task.

Il

Saving changes and returning to the search results table.

e When you have finished updating the user’s information, click [Save].

e To return to the View/Edit Users page and the search results table, click [Go Back To Search
Results].
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Task: Add Users.

Use the Add User page to add new users individually to TIDE. Adding users on this page does not
require uploading a file.

Figure 8. Sample Add User Page

i+~ Add User

Tiws page aows you Lo add a user whose role 1s

Hole  School Test Coordinatar (SC) vl
below your level, %

Al - Air Demo State [»
b Al o8 thiad pe | I Al_5998 - Demo District 9998 | »
tod vl Scheal  Al_S5959_9997 - Demo School 9997 |«

00§ b * Email

e ik [Add User] A confirmatior
ssa08 will appeat * First Name
Important: The emaill address cannot be changed * Last Name
once it is entered into TIDE. Please ensure that the Phone

users email address s accurate

Adding a user.

1. Verify or select the role level of the user you need to add. The district and school options will
automatically appear after you select a role.

2. Verify or select the district and school with which the user is associated.

Enter the new user’s first name, last name, and email address. You may also enter a phone
number where the person can be reached. Ensure that the person’s email address is correct, as
you will be unable to edit it later.

Click [Add User].

5. The person will be added to TIDE and also receive an automated email with a temporary
password that will need to be updated.

About the User Activation Process:

After you add a user to the system, that person will receive an email that contains a temporary
password. New users cannot log in to TIDE or the TA Interface until they have updated their password.

Instructions on updating the password are in Section |, Accessing TIDE: First-Time Users .
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Upload Users.

The Upload Users page allows authorized users to add a group of users to TIDE or modify profiles for
existing users. The process for uploading the user file is the same as for uploading the student or
test setting file.

This page also contains a [show history] section, which allows users to view previously uploaded

files.

Figure 9. Upload Users Page

i+- Upload Users

Use this task to upload multiple users to TIDE or to modify exsting users' information. TIDE accepts uploads of this information in
either Microsoft Excel (dsx) or CSV format. CSV files can be opened and edited using a spreadsheet apphcation such as Microsoft
Excel or 3 notepad application.

This task has four main steps: 1) Upload File, 2) Preview File, 3) Validate Fée, and 4) Confirmation. Thes process allows you to
confirm that the comrect file was uploaded and that it contains no errors.

Note: If you have Just a few users who need to be added to TIDE and you do not want to create a user upload file, you can cick
on the [Add User] tab and enter each user's informabon one at 3 tima, You can also add users to TIDE by chcking [Add User] after
you upload 3 fila.

State List Documant: Download State List

Account Activation:

After you add a user to the system, that person will receive an emad containing a temporary password and a link to the Smarter
Balanced Soge Sign On login page. New users cannot log i to TIDE or other Smarter Balanced systems until they have updated
their p d, Mora infor % available m thae TIDE User Guide.

= show history

To mewmize errors in your file, download and save either tempiate file. The templats file is aready formatted with the required
column headers:

StateAbbreviabon, ResponsibleDistnctidentifier, ResponsibleSchoolldentifier, FirstName, LastorSurname, ElectromeMallidddress,
TelephoneNumber, Role, Action

Notes:
o The email address ardered into the ElectromcMailAddress™ field will be the user's login/usemame Ploase ansure this is accurate
& In the action column, wuse “ADD" te add a user and use DELETE™ to remave an eastng user

o For addetional wdormation about usar 1odes and how Lo create and upload the usar file, 12far to the TIDE User Guide

Download Exced Template Download CSV Template

Upload File - To begin uploading your fle, click [Browse] and nawgate to the Me on your computer o énter the file path, then chek [Open]. Afer you
have sedected the Sle, please click [Upload File] to begmn the upload process.

(
[ | Browse_ |

%
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Warnings:

e You can upload information only for users who are below your role level and who are within your
district and/or school. You cannot upload information for users in a district or school with which
you are not associated.

e If you upload a file that contains information for a user role or district or school number or type
that you are not associated with, the upload process will fail.
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Download the template.

We strongly encourage you to download the template file in the format that you need rather than
create the file from scratch. These templates already have the column headers formatted correctly.
Using the template will reduce the risk of errors and ensure that your file upload is successful.

1. Click either [Download Excel Template] or [Download CSV Template].
2. Save the file to the desired location on your computer.

3. Open the file using Microsoft Excel or a compatible spreadsheet program (for .csv files).

User file requirements.

Table 7 provides an overview of the required and optional fields and the valid values for each field.

The user file undergoes validation tests after you upload it. If the entire file upload fails, you must
make changes to the original file on your computer and then re-upload the file. If you receive errors or
warnings for a few records, you can edit the file and re-upload it, or you can proceed with the file
upload and then add or edit information for individual users by clicking either [Add Users] or
[View/Edit/Delete Users].

The template file contains the following columns (in order):

Table 7. User File Requirements

Column Description

State Abbreviation The user’s state. Enter the two-letter state abbreviation.

Responsible District Identifier The user’s school district ID.

Responsible School Identifier The user’s school or program ID.

First Name The first name of the user you are adding, editing, or deleting.
Last Name The last name of the user you are adding, editing, or deleting.
Email The email address for the user you are adding, editing, or deleting.
Role The user role code that the user has or should have.

e  State users: State

e District Administrator: DA

e District Test Coordinators: DC

e School Test Coordinators: SC

e Test Administrators: TA
Phone The user’s phone number. Enter this in format XXx-XXX-Xxxx.
Action Enter one of the following options:

Add-Add new user or edit existing user record.
Delete-Remove existing user record from the system.
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Adding or editing user information.

Do not change or move the column headers in the first row. You can expand the columns to better
read the headers and text that you will add. Data must be entered in each column as standard text
(any formatting such as bold, italics, or highlighting will be lost during the upload).

Figure 10. User Upload Template File

fil B C D E F 3 H |
State District School First Name Last Name Email Role Phone Action

1. Enter each user’s information in each row and respective column.

2. For each record (it doesn’t matter which one is entered first), enter “ADD” as the action.

Adding users to multiple districts or schools.
To add users to more than one district or school, follow the steps below:
Figure 11. Example of User Added to Multiple Schools

A B C D E F G H |
1 |State District School First Mame Last Name Email Role Phone Action
2 9999 FEI_‘:.I_‘:.I_‘:.I r_‘:.IEI_‘:.I? Mary Smith msmith@email.com TA 123-456-7890 ADD
3 99999999 9998 Mary Smith msmith@email.com TA 123-456-7890 ADD
4 | 9999 FEI_‘:.I_‘:.I_‘:.I rEl_‘:.I_‘:.I_‘:.I Mary Smith msmith@email.com TA 123-456-7890 ADD

1. Enter the user’s information on separate lines in the upload file—one line for each district or
school association.

2

For each record (it doesn’t matter which one is entered first), enter “ADD” as the action.

When one user is added to multiple districts or schools in the same upload file, he or she will receive a
single email containing the secure URL to activate his or her account. (Users who are added to
multiple institutions in more than one upload file will receive separate emails [one email per upload
file]. In this event, users should click the link in the most recent email.)

|
|
|

Updating or correcting previously uploaded user information.

Email addresses are used to identify unique individuals in the system and can be corrected only by
deleting the incorrect record and adding a new, correct one. District and school affiliations also can
only be changed by deleting the person’s current record and adding a new one.

To change a user’s email address or district/school affiliation:

1. Enter the user’s current information with “DELETE” as the action (this will remove the
incorrect/outdated record from the system).

2. Enter the user’'s new information in a separate row with “ADD” as the action and the corrected
email/affiliation entered in the user record.
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To change any other user attributes, including name or phone number:

1. Upload a user file with the corrected information. Use “ADD” as the action.

For users with multiple records in the system (the same email address is used for multiple
districts/institutions), use “ADD” as the action when uploading a new name or phone number. This will
update all records for the user. You do not need to update each individual record for that user.

Il

e When you have finished updating or creating the file, save the file.
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Uploading the user file.

This section outlines the steps required to upload the user file. This process is the same as
uploading the student or test settings file and also has four main steps: 1) Upload File, 2) Preview
File, 3) Validate File, and 4) Confirmation. This process allows you to confirm that the correct file was

uploaded and that it contains no errors.

Step 1: Upload File
Figure 12. Upload File

[=] sTEP 1 Upload File > i >

Upload File - To begin uploading your file, click [Browse] and navigate to the file on your computer or enter the file path, then click
[OK]. after you have selected the file, please click [Upload File] to begin the upload process.

Browse..

[ uploadFile ][ cancel |

1. Click [Browse] and navigate to the saved file on your computer.
2. Select the file and click [Open]. The file name will appear in the text box on the screen.

3. Click [OK], and then click [Upload File].

Step 2: Preview File
Figure 13. Sample Preview File Display

Preview File - This page allows you to preview the first few records in the file to ensure that you uploaded the correct file and the data are in the correct fields.
Please click [Next] to review all records in your file for any errors.

e

9999 9999 9999 Mary Smith
9999 9999 9999 John Hughes Jhughes@email.com

msmith@email.com TA 123-467-7890 ADD
sC 123-446-7889 ADD

1. Preview the file you selected to ensure that you uploaded the correct file. (Only a few records
are visible on this preview page.)

2. Click [Next] to begin the file validation process.
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Step 3: Validate File

The TIDE system performs validation tests on your file
and provides feedback about whether the system is
able to upload the file and/or specific records.

There are two types of validation tests: layout

validation and data validation.

e The layout validation test determines whether your
file has the proper format (e.g., the appropriate
fields are numeric or alphanumeric), proper record
length, and acceptable values.

e The data validation test determines whether your
file meets certain criteria based on the information
that is on file about your school district (e.g.,
whether your file includes the schools that are on
file as being associated with your district).

The “Understanding Error Types” section in the next
column provides a brief explanation of the three
possible error types: fatal error, record errors, and
record warnings.

For information about common errors, refer to
Appendix B, Common Errors with File Uploads.

If you have no fatal errors and wish to proceed, click
[Commit File].

Understanding Error Types
Figure 14. Error Types Key

o Error{s) in this record will cause the entire file upload to fail.

| The file can be uploaded, but this record will not be included.

= This record has errors, but can be uploaded anyway.

. m If your file has failed, note the error(s)
and the corresponding record number(s).
Click [Cancel]. Update your file, and then
restart the upload process, beginning with
Step 1: Upload File.

e - |[fyou have record errors, these
records will not be committed to the TIDE.
The records that passed validation can be
committed. You may elect to fix the errors
in your file and re-upload it, or to add these
records using the [Add User] task.

o If you have record warnings, these
records will be committed. However, you
are strongly encouraged to review the
associated records. You may edit these
records using the [View/Edit Users] task.

Step 4: Confirmation

After you click [Commit File], the accepted records will be uploaded to TIDE. You will also receive a
confirmation message stating that your file was successfully submitted to the TIDE system.

Figure 15. Sample Confirmation Screen

0 Your file has successfully been submitted to TIDE,

3 records were aded nto the TIDE databasa.

E L
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This process may take a few minutes depending on the number of records and the number of users
logged in to TIDE at that time. Once the file is uploaded, a message will appear on your screen.
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Upload history.

The TIDE system allows authorized users to view a history of previously uploaded files, the current
status of each one, and how many records were in each file.

Figure 16. Sample Upload History

Dute Upiooded fmcordn Processed (Count) Recordn Rejocied {Count) Vahdation [ og
SampiaFie cay 1102014 44312 P Processed  Download (34) NA
Sampisfis2csy  M220M481353AM  Processed  Dganinad (3) NA
SompleFsed s 11272034 31529 PM Processed  NiA Downioad (1) Cawnioad
SampleFsedisr  W120%462230PM  Processed  Clownioad (61) A

Last Updated 1/13/2014
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Task Group: Student Information

View/Edit Students WVGEGRSOGEANIEN  Upload Student Settings

The Student Information task contains the following tasks: View/Edit Students

Add Students

Upload Student File
Upload Student Settings

The Student Information tasks in this section are primarily for State users, District Administrators,
District Test Coordinators, and School Test Coordinators. State users and District Administrators may
upload files that contain student information and test settings. They may also add students
individually to TIDE, as well as edit their information. State users, District Administrators, District Test
Coordinators, and School Test Coordinators can add and edit student test settings.

Test Administrators may view student information. However, Test Administrators cannot add, upload,
or edit student information.

New: Student Confirmation Codes
Beginning with the Field Tests, students will be required to log in with their personal Confirmation
Code instead of their first name. As a result, this field is new to TIDE.

For more information about the Confirmation Code requirement, refer to the Confirmation Code
document on the Smarter Balanced portal (http://sbac.portal.airast.org/field-test/).

About Student Test Settings

Embedded test settings must be enabled in TIDE for those students who require changes to the
default test environment (e.g., larger font [print] size, print on demand). Test settings are defined by
content area (mathematics and English Language Arts [ELA]).

State users and District Administrators, as well as District and School Test Coordinators, can edit
students’ embedded test settings via the View/Edit Students task. Users who need to add or update
embedded test settings for a large number of students may prefer to use the Upload Student
Settings task.
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Task: View/Edit Students.

This task allows all users to search for students who have already been added to TIDE. The drop-
down lists contain only those district(s) and school(s) you are permitted to access.

Figure 17. Sample View Students Page with Search Results Table

= View/Edit Students

Thes task Iets you sarch for students and roview thee
ntormation, Tha search results table will display enrolied .
students who meet the search cntena Datnet A5_9598 - Deme Distnict 9996 | »

bl - Al_9995_9938 - Demo School 9997 (=

1ath Al-Ar Demo State | » |

sploy all studenis in n schanl el

o To display all studants in o grods s
=T forns fic ol "
w 8 sludent’s compl v on All grades | =
o Sotuth & smduni. thk the hech T » Add Additionnl Search Criters
y LRl wheln Selected] " olnet fnd

Total Number of Students: 11

fxpon

- W leata Dmiret  Scvool M hast lharne Pt
“ Al ALOOGE A_090B Q007  Adsme Mamew 40200009063  Mathew 00 Mak
“ A M_9982 M_9398.99%7 Bacon Wanda A59939939B4  O7TBETE543210 09 Femae
m " ALOOGE A_306 9097 Cheu Carval KA0WONNES  0TES 00 Nak
“ N AI999% W_P398_9957 Dooglas  Michelle N-9993993980  0GWchels 08 Female
“ A AL900 4 %6 9007 e Jefvey A-9905003007 10)efvey 10 MNaks
“ N A9S92 A_P398_9997 Fon Amands  AO9930DI9BE 1234567 10 Femain
“ Al Ali'l‘)ul “7 wulur'wa“ Lty Albanao N-900390UMNne Al ando W Naw

Searching for student records.

1. Verify or select a district and school from the drop-down lists.

Enter or select any search criteria you want to include.
e To view all students in a district, select “All Schools” from the School drop-down list.
o To view all students in a school, select “All Grades” from the Enrolled Grade drop-down list.

3. Click [Search]. The page will display the search results table containing the student records that
match the search criteria.

Understanding the search results table.

e Each row contains the following information for each student: State, District, School, Last Name,
First Name, SSID, Confirmation Code, Grade Level When Assessed, and Sex.

e Each row also contains a [View] button and a checkbox.

o The [View] button allows you to view all information for the selected student, including
demographic information and test settings.

o The checkbox allows you to select individual students to export. The exported file contains
the same information as in the on-screen table.
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Sorting search results.

By default, the search results table automatically “sorts” by SSID in ascending order. However, all
columns in the table are sortable in both ascending (A-Z, 0-99) and descending (Z-A; 99-0) order.

1. To sort the table in ascending or descending order by a specific attribute, click on a column
header (e.g., Grade Level When Assessed). The table will automatically sort by the selected
attribute.

— The selected attribute will have an arrow next to it.
=  When the arrow is pointing up, the column is sorted in ascending order.
=  When the arrow is pointing down, the column is sorted in descending order.

2. To sort a selected column in the other direction (descending versus ascending), click the
column header again.

Advanced search options.
If your initial search results in a large number of student records, you may narrow your search to
locate specific students or groups of students more easily.
Figure 18. Advanced Search Options
+ Add Additional Search Criteria
Search Fields © Text-To-Speech (Designated Supports and Al = |

Subject : ELA -
Stimuli and Items
Stimuli =
¥| Ttems -

| Add Criteria | | Cancel |

Click [Add Search Criteria]. The section will expand to display the Search Fields drop-down list.

Select a search variable. (Depending on the variable you selected, a subject drop-down list may
appear. Select a subject.)

3. Select the value(s) you want to limit your search to. (For example, if you want to search only for
students receiving Text-to-Speech for ELA items, then click the checkbox next to “ltems.” If you
want to exclude a value, make sure that value’s box is not checked.)

4. Click [Add Criteria]. The selected value(s) will appear above the “Add Additional Search Criteria”
text.

e Note: To add another search variable, repeat steps 2, 3, and 4.

5. Click [Search]. The page will display the records associated with the criteria you selected.
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Exporting student records.

You can export student search results as a CSV file, which can be opened
using Microsoft Excel or a notepad application, or as an Excel .xslx file, Export

which must be opened using Excel 2007, 2010, or 2013.

Export all to Excel

You can export all student records or export selected records. Export selected to Excel
Reminder: Federal law (FERPA) prohibits the release of any student’s Export all to CSV
! personally identifiable information. Any saved files or printouts
containing student information must be securely stored and then Export selected to CSV

destroyed when no longer needed.

Export all student records

You can export a data file that contains all students from the search results table.

1.

Hover over the [Export] tab and click either the [Export All to Excel] or [Export All to CSV] option.
A file dialog box will appear.

Save the file to the desired location on your computer and open the file using Microsoft Excel or
a compatible program (for .csv files).

Export selected student records

You can export a data file that contains only selected (checked) students from the search results
table.

Click the checkbox for each student whom you want to include in the file.

Hover over the [Export] tab and click either the [Export Selected Data to Excel] or [Export
Selected Data to CSV] option. A file dialog box will appear.

3. Save the file to the desired location on your computer and open the file using Microsoft Excel or
a compatible program (for .csv files).
Deleting students.

You may also delete students.

Wb B

Click the checkbox for each student in the search results table whom you want to delete.
Click [Delete Selected].
A pop-up window will appear asking you to verify that you want to delete the selected student(s).

Click [OK] to confirm that you want to delete the selected student(s).

This change takes effect immediately, and the deleted students(s) will no longer be able to log in to
the Field Tests.
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Viewing student details.

Reminder: To view a student’s complete record, click [View] next to his or her name in the search
results table.

. . Figure 19. Sample View Student Details Page
The View Student Details page allows all users to 8 P g

view the selected student’s information, including - View Student Details

demographics and ethnic flags that may be set, Sefribavt Ve Smpuitc Ml S v I O T e
as well as his or her associated district and S 5 2 b utnlogoon, s st 0 i g 0 1004 . ¥ 10 49 TN 4 s i st
school and any test settings (designated supports
and accommodations).

e State users and District Administrators can o — =
edit student information and test settings. e N

e District Test Coordinators and School Test
Coordinators can edit test settings. Pk

e For Test Administrators, all information on
this page is read-only.

Editing test settings —

Authorized users can update test settings. Test S e M
settings are configurable by subject (English
Language Arts (ELA) and mathematics). S e

W | it g Ssprrs.

State users, District Administrators, District Test vy
Coordinators, and School Test Coordinators have !
the ability to update the following test settings: P

American Sign Language, Color Contrast, -
Language (including braille and Spanish stacked e
translation) Masking, Permissive Mode, Print on T
Demand, Print Size, Streamlined Interface, Text- S
to-Speech, and Translation (Glossary), along with e SR
Non-Embedded Designated Supports and Non- Py y . (T e e

Embedded Accommodations. R S Budummt hgpereral

o Selecting test settings requires you to select Fra et s
the necessary option from a drop-down list. 550 g -

e Selecting non-embedded designated B PRRE I e R
supports or accommodations requires you to ey e
click the checkbox for each option the 5 ‘
student will use on the test.

For information about embedded test settings S
and their options, refer to Table 4.

Saving changes and returning to the search results table.

e When you have finished updating the student’s information and/or test settings, click [Save
Changes].

e To return to the View Students page and the search results table, click [Go Back To Search
Results].
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Table 4: Overview of Embedded Test Settings

Test Setting

American Sign

Options
Do not show ASL videos (default)

Descriptions and Notes

Allows students to view test content translated into

Language ASL by a human signer.
BHEE Show ASL videos Y &
Color Contrast Black on White (default) By default, tests are presented with black text on a
white background. Students who require a different
Black on Rose combination of text and background should be
Medium Gray on Light Gray assigned the appropriate setting.
Reverse Contrast
Yellow on Blue
Language English (default) All tests are presented in English.
Braille (English only) Students who qualify for a Spanish language
: : translation will view items in both English and
Spanish (stacked translation) Spanish (stacked format).
(mathematics only) ) ) )
Students who require tests in braille should have the
braille option selected.
Masking Masking Not Available (default) Allows the blocking of content that is not of

Masking Available

immediate need or that may be distracting to the
student.

Permissive Mode

Permissive Mode Disabled
(default)

Permissive Mode Enabled

Permissive mode should be enabled for students who
require access to accessibility software in order to
interact with the test (e.g., screen readers,
magnifiers, etc.).

When permissive mode is disabled, the only
application that can be open on the computer is the
secure browser.

Print on Demand

None (default)

Stimuli

Allows student to request printing of stimuli.

Note: If a student will require items to be printed,
contact the Smarter Balanced Help Desk at ETS. You
must provide the Help Desk with the student’s state
and SSID information as well as the reason for the
request.

Print Size

No default zoom applied = 1X
(default)

Level 1 = 1.5X
Level 2 = 1.75X
Level 3 =2.5X
Level 4 = 3X

The print size the student should have when starting
a test. The selected print size becomes the default for
all items in that student’s test.

e The default print size for all tests is 14 pt.

e The default font for ELA tests is Times New
Roman.

e The default font for mathematics tests is
Verdana.
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Test Setting Options Descriptions and Notes
Streamlined Standard (default) By default, all tests use the standard interface. The
Interface - streamlined interface should be selected only for
Streamlined students with a braille accommodation.
The streamlined interface presents the test in an
alternate, simplified format in which the items are
displayed below the stimuli.
Important: The streamlined interface should be
selected for students whose language is set to braille.
This interface is NOT tablet-compatible.
Text-to-Speech None (default) Students with this test setting enabled may listen to
the read-aloud of the items and/or stimuli in the
Iltems only assessment.
(ELA)
Note: Text-to-Speech is not available in Spanish.
Stimuli only
(ELA)
Stimuli and Items
(ELA and mathematics)
Translation English (default) Students can open a glossary to view terms
(Glossary) Arabi presented on the test that may be unfamiliar to them.
rabic
. . . By design, all students can access the English
Th|§ setting will be Cantonese glossary word list as a universal tool, unless this is
available soon. . h \
- disabled (“None”).
Filipino
If a translation glossary is selected in addition to the
Korean English word list, then the student will have access to
Mandarin both.
Puniabi Note: The English glossary is available for both ELA
) and mathematics tests. Translated glossaries are
Russian available for mathematics tests only.
Spanish
Ukrainian
Viethnamese
None
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Task: Add Students.

The Add Student page allows state users and District Administrators to add individual students to the
system so that they can take online tests.

Adding a student to TIDE.

Figure 20. Add Student Page
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Task: Upload Student File.
The Upload Student File page allows State users and District Administrators to upload files
containing student personal and demographic information.

Figure 21. Upload Student File Page

= Upload Students

This task alows you to upload 3 Ne with stugent demagraphic nformation, Students who will particpate n the Field Test must be added to
TIDE,

This task has four main steps: 1) Upload File, 2) Praviaw Fie, 3) Validate File, and 4) Confimation, This process allows you to confim that the
corract file was uploaded and that it contams no arrors

Hotes

"t 1 Bale N Aludent gplopd e, you can chek on [0 [Add Students|
d sddtionsl studenis th TIDE wher uoloading & studsnt e by king [Add

Students|
Important: The file for uploading student information contains multiple columns. Refer to this document to see the vald attributes for each

column fie: Student File Requirements [PDF]

7 show history

| STEP 1 Upload File

Upload Fide - To begm uploadmyg yoor Sle, cick [Browss] ang nawgate 10 the K your comput r antar 1he hila path 1
alacted e fie. please chith [Uptoad File) to begin the upload process

Browse.

=

@ Warnings
e You can only upload files for students who are enrolled in your district and/or school. You
cannot upload information for students in a district or school with which you are not associated.
e If you upload a file that contains information for a student who is not enrolled in your school,
the upload process will fail.

Download the template.

TIDE provides two versions of the same template, The Excel template is in .xlsx format, which is
supported by Microsoft Excel 2007 or newer. The CSV template is in .csv format, and is supported by
all spreadsheet programs.

These templates already have the column headers formatted correctly. Using the template will
reduce the risk of errors and ensure that your file upload is successful.

1. Click either [Download Excel Template] or [Download CSV Template].
2. Save the file to the desired location on your computer.

3. Open the file using Microsoft Excel or a compatible spreadsheet program (for .csv files).
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Student file requirements.

Before you upload the student file, it is important to ensure that each column contains valid values.
Table 5 provides an overview of the required and optional fields and the acceptable values for each
field. Columns that contain required fields are marked with an asterisk. All other fields are optional

and may be left blank. Most of the descriptions for the field names are from the Common Education
Data Standards (CEDS).

The student file undergoes validation tests after you upload it. If the entire file upload fails, you must

make changes to the original file on your computer and then re-upload the file. If you receive errors or

warnings for a few records, you can edit the file and re-upload it, or you can proceed with the file
upload and then add or edit information for individual students by clicking either [Add Students] or
[View/Edit Students].

Table 5: Student File Requirements

Column Width Field Name Description Acceptable Values
A* 2 StateAbbreviation |The abbreviation for the state (within the | Two alphabetic characters.
United States) or outlying area in which
an address is located.
B* 30 |ResponsibleDistric | The district responsible for specific Up to 30 alphanumeric
tidentifier educational services and/or instruction | characters.
of the student.
C* 30 |ResponsibleSchoo |The school responsible for specific Up to 30 alphanumeric
lldentifier education services and/or instruction of |characters.
the student.
D 35 |LastorSurname The full legal last name borne in Up to 35 alphabetic
common by members of a family. characters.
Can contain spaces,
commas, hyphens,
apostrophes, and Hawaiian
special characters.
This field may be left blank.
E 35 | FirstName The full legal first name given to a person | Up to 35 alphabetic
at birth, baptism, or through legal characters.
change. Can contain spaces,
commas, hyphens,
apostrophes, and Hawaiian
special characters.
This field may be left blank.
F 35 |MiddleName A full legal middle name given to a Up to 35 alphabetic
person at birth, baptism, or through legal | characters.
change. Can contain spaces,
commas, hyphens,
apostrophes, and Hawaiian
special characters.
This field may be left blank
if the student has no middle
name, or the middle name
is missing or unknown.
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Column Width Field Name \ Description Acceptable Values
G 10 |Birthdate The year, month and day on which a YYYY-MM-DD
person was born. e YYYY (Four digit
numeric)
e MM (Two digit numeric
01-12)
e DD (Two digit numeric
01-31)
This field may be left blank.
H* 30 |SSID A unique number or alphanumeric code | Up to 30 alphanumeric
assigned to a student by a school, school | characters.
system, a state, or other agency or entity.
This does not need to be the code
associated with the student's
educational record; this ID may be
assigned for use specifically with
Smarter Balanced testing.
I* 35 |ConfirmationCode |A non-unique number or alphanumeric Up to 35 alphabetic
code assigned to a student by a school, |characters.
school system, a state, or other agency |Can contain spaces,
or entity. This value may be a code or commas, hyphens,
may be the student's first name if state |apostrophes, and Hawaiian
policy allows. The code will be used to special characters.
help authenticate the student at testing
time.
J* 2 | GradelevelWhenA |The grade or developmental level of a Two-digit alphanumeric
ssessed student when assessed. characters:
(03-14 or PS)
K* 6 |Sex The concept describing the biological Male
traits that distinguish the males and Female
females of a species.
L* 3 HispanicorLatinoEt | An indication that the person traces his  |Yes
hnicity or her origin or descent to Mexico, Puerto | No
Rico, Cuba, Central and South America,
and other Spanish cultures, regardless of
race.
M* 3 Americanindianor |A person having origins in any of the Yes
AlaskaNative original peoples of North and South No
America (including Central America), and
who maintains cultural identification
through tribal affiliation or community
attachment.
N* 3 Asian A person having origins in any of the Yes
original peoples of the Far East, No
Southeast Asia, or the Indian
Subcontinent. This area includes, for
example, Cambodia, China, India, Japan,
Korea, Malaysia, Pakistan, the Philippine
Islands, Thailand, and Vietham.
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Field Name

BlackorAfricanAm
erican

Description

A person having origins in any of the
black racial groups of Africa.

Acceptable Values

Yes
No

p* 3

White

A person having origins in any of the
original peoples of Europe, Middle East,
or North Africa.

Yes
No

Q* 3

NativeHawaiianor
Other
Pacificlslander

A person having origins in any of the
original peoples of Hawaii, Guam,
Samoa, or other Pacific Islands.

Yes
No

R* 3

DemographicRace
TwoorMoreRaces

A person having origins in any of more
than one of the racial groups.

Yes
No

S* 3

IDEAIndicator

A person having intellectual disability;
hearing impairment, including deafness;
speech or language impairment; visual
impairment, including blindness; serious
emotional disturbance (hereafter
referred to as emotional disturbance);
orthopedic impairment; autism;
traumatic brain injury; developmental
delay; other health impairment; specific
learning disability; deaf-blindness; or
multiple disabilities and who, by reason
thereof, receive special education and
related services under the Individuals
with Disabilities Education Act (IDEA)
according to an Individualized Education
Program (IEP), Individual Family Service
Plan (IFSP), or service plan.

Yes
No

T* 3

LEPStatus

Used to indicate persons (A) who are
ages 3 through 21; (B) who are enrolled
or preparing to enroll in an elementary
school or a secondary school; (C) (who
are i, ii, or iii) (i) who were not born in the
United States or whose native languages
are languages other than English; (ii)
(who are | and Il) (I) who are a Native
American or Alaska Native, or a native
resident of the outlying areas; and (ll)
who come from an environment where
languages other than English have a
significant impact on their level of
language proficiency; or (iii) who are
migratory, whose native languages are
languages other than English, and who
come from an environment where
languages other than English are
dominant; and (D) whose difficulties in
speaking, reading, writing, or
understanding the English language may
be sufficient to deny the individuals (who
are denied | or ii or iii) (i) the ability to
meet the state's proficient level of
achievement on state assessments

Yes
No
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Column Width Field Name \ Description Acceptable Values
described in section 1111(b)(3); (ii) the
ability to successfully achieve in
classrooms where the language of
instruction is English; or (iii) the
opportunity to participate fully in society.
u=* 3 Section504Status |Individuals with disabilities who are Yes
being provided with related aids and No
services under Section 504 of the Unknown/Cannot Provide
Rehabilitation Act of 1973, as amended.
V* 22 |EconomicDisadva |An indication that the student met the Yes
ntageStatus State criteria for classification as having |No
an economic disadvantage.
W 3 LanguageCode The code for the specific language or Alphabetic three-letter
dialect that a person uses to code.
communicate. For a list of acceptable
language codes, refer to the
following:
http://ceds.ed.gov/languag
eCodes.aspx
This field may be left blank.
X 20 |EnglishLanguageP |An indicator of an ELL student’s English | Up to 20 alphanumeric
roficiencylLevel language proficiency based on a scale characters.
used by the State for reporting purposes. Can contain spaces,
commas, hyphens,
apostrophes, and Hawaiian
special characters.
This field may be left blank.
Y 3 MigrantStatus Persons who are, or whose parents or Yes
spouses are, migratory agricultural No
workers, including migratory dairy
workers, or migratory fishers, and who, in | This field may be left blank.
the preceding 36 months, in order to
obtain, or accompany such parents or
spouses, in order to obtain, temporary or
seasonal employment in agricultural or
fishing work (A) have moved from one
LEA to another; (B) in a state that
comprises a single LEA, have moved
from one administrative area to another
within such LEA; or (C) reside in an LEA
of more than 15,000 square miles, and
migrate a distance of 20 miles or more
to a temporary residence to engage in a
fishing activity.
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Field Name

FirstEntryDateinto
USSchool

\ Description

The year, month and day of a person's
initial enrollment into a United States
school.

Acceptable Values

YYYY-MM-DD

e YYYY (Four digit
numeric)

e MM (Two digit numeric
01-12)

e DD (Two digit numeric
01-31)

This field may be left blank.

10

LimitedEnglishProf
iciencyEntryDate

The year, month and day a student
classified as limited English proficient
entered the LEP program.

YYYY-MM-DD

e YYYY (Four digit
numeric)

e MM (Two digit numeric
01-12)

e DD (Two digit numeric
01-31)

This field may be left blank.

AB

10

LEPExitDate

The year, month and day a student
classified as limited English proficient
exited the LEP program.

YYYY-MM-DD

e YYYY (Four digit
numeric)

e MM (Two digit numeric
01-12)

e DD (Two digit numeric
01-31)

This field may be left blank.

AC

27

TitlelllLanguagelns
tructionProgramTy

pe

The type of Title Il language instructional
program.

ContentBasedESL
DevelopmentalBilingual
DualLanguage
HeritageLanguage

SDAIE (Specially designed
academic instruction
delivered in English)

ShelteredEnglishinstruction

StructuredEnglishimmersio
n

TransitionalBilingual
TwoWaylmmersion
PullOutESL

Other

This field may be left blank.

AD

PrimaryDisabilityTy
pe

The major or overriding disability
condition that best describes a person's
impairment.

AUT - Autism
DB - Deaf-blindness
DD - Developmental delay

EMN - Emotional
disturbance

HI - Hearing impairment
ID - Intellectual Disability
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Column Width Field Name |

Description

Acceptable Values

MD - Multiple disabilities
Ol - Orthopedic impairment
OHI - Other health
impairment

SLD - Specific learning
disability

SLI - Speech or language
impairment

TBI - Traumatic brain injury
VI - Visual impairment

This field may be left blank.
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Uploading the student file.

This section outlines the steps required to upload the student file. TIDE breaks down the process into
four main steps: 1) Upload File, 2) Preview File, 3) Validate File, and 4) Confirmation. This process
allows you to confirm that the correct file was uploaded and that it contains no errors.

Step 1: Upload File
Figure 22. Upload File

[+ STEP 1 Upload Fite - ® g T - W il =

Upload File - To bagin uglcading your fle, chek [Srowse] and navigats 10 the He on your compatas o antes the Sle path, then chek [OK]. Ater yoo have
salactad the file plaase cick [Upload File] 1o bagin ths upload prncess

| | Browse. |

Step 2: Preview File
Figure 23. Sample Preview File Display

-4 i w % STEP 2 Preview File - o I -

Preview File - Thiv page allows you 10 pesdew the el few 1200088 in (he file 10 ensure That you uploaded the comect Me and the data are in e comect
folds. Pluase cick [Next] to revaw all raczeds in your Sie for any emxs

flespontible Hesgnmniis BN Wispame [ mCTCaR

Sote ,h""” ‘n—':«- ~ LNt Ox Twst Name B Dath Date Sedunt Comlirmutos  Torobed ! " ndiay o Anlan
AtDEvAs. ettt Surnanw Mane  (MMDDYYYY) Mestfor  Cooe Twnoe tat Aaska

— o 1551 LN ntive
M 058 2000 Andgraws  Vinlet 108678 AT 1" Fomaln No e No Ne
N 3008 2309 Dehmedt  Jesss 100875 AUSTAL " Muly No o Yes
Al 2960 2308 Rivera Samans 10987¢  ATS125 n Female - Yes Yes N0 N
Al o8 o908 Mange  Richarg 102073 ARMAZS n Mais L] o No W&
a w098 9990 VYanston  Nagdalena 109873 AW T " Femals No o o AL
N B . ] .

Files that contain more than 2,000 records will be processed by our offline processor. You will be
sent an email after the file is processed. Large files may take time to upload. Please do not cancel
—— | the process.
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Step 3: Validate File

The TIDE system performs validation tests on your file
and provides feedback about whether the system is
able to upload the file and/or specific records.

Understanding Error Types
Figure 24. Error Types Key

o Error{s) in this record will cause the entire file upload to fail.

There are two types of validation tests: layout
validation and data validation.

| The file can be uploaded, but this record will not be included.

= This record has errors, but can be uploaded anyway.

e The layout validation test determines whether your
file has the proper format (e.g., the appropriate
fields are numeric or alphanumeric), proper record
length, and acceptable values.

. U If your file has failed, note the error(s)
and the corresponding record number(s).
Click [Cancel]. Update your file, and then
restart the upload process, beginning with
Step 1: Upload File.

e The data validation test determines whether your
file meets certain criteria based on the information
that is on file about your school district (e.g.,
whether your file includes the schools that are on e " Ifyou have record errors, these
file as being associated with your district). records will not be committed to the TIDE.

The records that passed validation can be

The “Understanding Error Types” section in the next
column provides a brief explanation of the three
possible error types: fatal error, record errors, and

committed. You may elect to fix the errors
in your student file and re-upload it, or to
add these records using the [Add Student]

record warnings. task.

J If you have record warnings, these
records will be committed. However, you
are strongly encouraged to review the
associated records. You may edit these
student records using the [View/Edit
Students] task.

For information about common errors, refer to
Appendix B, Common Errors with File Uploads.

If you have no fatal errors and wish to proceed, click
[Commit File].

Step 4: Confirmation

After you click [Commit File], the accepted records will be uploaded to TIDE. You will also receive a
confirmation message stating that your file was successfully submitted to the TIDE system.

Figure 25. Sample Confirmation Message

v STEP 4 Confirmation

o Your Hlle has successiully boan submined o TIOE

5 record(s) were loaded into the TIDE database

This process may take a few minutes depending on the number of records and the number of users
logged in to TIDE at that time. Once the file is uploaded, a message will appear on your screen.

E
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Upload history.

The TIDE system allows authorized users to view a history of previously uploaded files, the current
status of each one, and how many records were in each file.

Figure 26. Sample Upload History

Dute Upiooded fmcordn Processed (Count) Recordn Rejocied {Count) Vahdation [ og
SampiaFie cay 1102014 44312 P Processed  Download (34) NA
Sampisfis2csy  M220M481353AM  Processed  Dganinad (3) NA
SompleFsed s 11272034 31529 PM Processed  NiA Downioad (1) Cawnioad
SampleFsedisr  W120%462230PM  Processed  Clownioad (61) A

Last Updated 1/13/2014
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Task: Upload Student Settings.

The Upload Student Settings page allows authorized users to upload test settings (designated
supports and accommodations) for multiple students. This task can also be used to modify existing
test settings. The process for uploading the student settings file is the same as for uploading the

student information file.

This task will be available soon.

Figure 27. Upload Student Settings Page

[ L =

+  Upload Student Settings

Usq thes task to upload student test settings for multiple studants to TIDE or to modify existing students' test satbngs, TIDE accepts uploads of
this mformation n Micresoft Excal (Lxlsx) format

This task has four mam staps: 1) Upload Fila, 2) Pravew File, 3) Vabdate Fle, and £) Confrmation, Ths process sfows you to confum that the
corect file was uploadad and that it CoNtans NO Srors,

» Show Help

r show history

wmplats 1

Ta opén the t

I=| STEP 1 Uplood File

Uptoad Flle ur f

he . please chcx [Upload File] 10 bean t

[ Biowse

T

Warnings:
e You can only upload files for students who are enrolled in your district and/or school. You
cannot upload information for students in a district or school with which you are not associated.

e If you upload a file that contains information for a student who is not enrolled in your school,
the upload process will fail.

Download the template.
The Excel template is in .xlsx format, which is supported by Microsoft Excel 2007 or newer.

1. Click [Download Excel Template].
2. Save the file to the desired location on your computer.

3. Open the file using Microsoft Excel.
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Adding or editing students’ test settings.

Do not change or move the column headers in the first row. You can expand the columns to better
read the headers and text you will add.

Figure 28. Sample Student Settings Template File

A s C 1 E F G "

Print Sire: TLA |Print Ske: Math |Color Contrant: TLA Color Contrast: Math

ms a0 (Tos P W0 TO5_C00 705 C00
YOs_ps L1 YOs_#5 1t 08_CCinvert 10%_CCimmet
TOS M5 12 TOS_PS_2 TOS_COMagenta TOS_COM Aerh Ba ing: Math |Permvissive Mode: ELA i"cnnhihe Maode: Math
TDS_P5_L3 TOS_PS_13 TO5_COMedGrayLGroy [TDS_COMedGrayltGray [TDS_MaskingQ |TDS_Maskingd |TDS_PAO E'D‘S_FL\')

M0 TOS PS5 14 |TDS P54 TO5_CO¥ediond TS, _COvetiond TS Maskingl [TDS Maskingl |TDS Pl [TDS_PMI

BN ke e

Select each student’s test settings in each row and respective column.

If you downloaded the template, you can select the required test setting for each student. Each cell
in rows 2 onward contains a drop-down list of options.

Important:

e The SSID column requires you to enter the student’s two-letter state abbreviation, followed by
— a hyphen, and then the SSID.

e The student settings file undergoes validation tests after you upload it. If the entire file
upload fails, you must make changes to the original file on your computer and then re-upload
the file. If you receive errors or warnings for a few records, you can edit the file and re-upload
it, or you can proceed with the file upload and then edit test settings for individual students.
Refer to Task: View/Edit Students for instructions on updating student information, including
test settings.

Table 6: Student Test Setting Codes

Column/Test Setting Description

This information will be updated when the Student Settings task is available.
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Uploading the student settings file.

This section outlines the steps required to upload the student settings file. The process is the same
as uploading the student information file, and also has four main steps: 1) Upload File, 2) Preview
File, 3) Validate File, and 4) Confirmation. This process allows you to confirm that the correct file was
uploaded and that it contains no errors.

Step 1: Upload File
Figure 29. Upload File

ESTEP 1Uplosd Flle ~ — = ; — i G

Upload File < To begin uploading yout file, cick {Browae] and rumigate Lo the e on your computar ar enter the Se path, then click [OK]. Aer you e selecled
the §la, please chick [Upload Fila| to begn the upload process

e

Step 2: Preview File
Figure 30. Sample Preview File Display
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carect $nids Please click [Next] to testew all recortie i your fie for amy errore

Slatuwate
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(S5
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A0a79544 TDS.PSAT TOSFS L1 TDS_CChwent 108 Cowven ‘TDS_Mashngd TDS Mashingd TOS.FUO TDE_FM0
ALE3TE545 TDS PS L0 TDS_PS_LO TDS_CCHagena TOS_CCMagenes TOS _Masking) TDS_Mastingd TDS_PNO  TOS_PMO
MSETASAL 1DS.PSLE TDE PS LY 108 CCMscGrptiGray  1DS_CCMeoGrayliGray  TDS Macbng!  TDS Masking! TDS_PMY TS PM1
AS3TE54T TDS_PS L0 TDS PS_LD TOS_COYellows TOS_COYellowe TDS Masong! TOS_Mashing! TDS_PNO  TOS_PM0

| " d ’

Files that contain more than 2,000 records will be processed by our offline processor. You will be
sent an email after the file is processed. Large files may take time to upload. Please do not cancel
—— | the process.
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Step 3: Validate File

The TIDE system performs validation tests on your file
and provides feedback about whether the system is }
able to upload the file and/or specific records. Figure 31. Error Types Key

Understanding Error Types

o Error{s) in this record will cause the entire file upload to fail.

There are two types of validation tests: layout
validation and data validation | The file can be uploaded, but this record will not be included.

= This record has errors, but can be uploaded anyway.

e The layout validation test determines whether your
file has the proper format (e.g., the appropriate
fields are numeric or alphanumeric), proper record o [] If your file has failed, note the error(s)

length, and acceptable values. and the corresponding record number(s).
Click [Cancel]. Update your file, and then
e The data validation test determines whether your restart the upload process, beginning with
file meets certain criteria based on the information Step 1: Upload File.
that is on file (e.g., whether your file includes
students that are on record as being associated e = If you have record errors, these
with your district or school). records will not be committed to the TIDE.

The records that passed validation can be
committed. You may elect to fix the errors
in your student file and re-upload it, or to
edit students’ test setting information
using the [View/Edit Students] task.

The “Understanding Error Types” section in the next
column provides a brief explanation of the three
possible error types: fatal error, record errors, and
record warnings.

] ] o If you have record warnings, these
For information about common errors, refer to records will be committed. However, you
Appendix B, Common Errors with File Uploads. are strongly encouraged to review the
associated records. You may edit students’
If you have no fatal errors and wish to proceed, click test setting information using the
[Commit File]. [View/Edit Students] task.

Step 4: Confirmation

After you click [Commit File], the accepted records will be uploaded to TIDE. You will also receive a
confirmation message stating that your file was successfully submitted to the TIDE system.

Figure 32. Sample Confirmation Screen

V' STEP 4 Contirmation

u‘ Yoar file has successfully been sobmitted to TIDE

5 record(s) were loaded into the TIDE database

__L | This process may take a few minutes depending on the number of records and the number of users
— | logged in to TIDE at that time. Once the file is uploaded, a message will appear on your screen.
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Assessment Consortium

Upload history.

The TIDE system allows authorized users to view a history of previously uploaded files, the current
status of each one, and how many records were in each file.

Figure 33. Sample Upload History

Dute Upiooded fmcordn Processed (Count) Recordn Rejocied {Count) Vahdation [ og
SampiaFie cay 1102014 44312 P Processed  Download (34) NA
Sampisfis2csy  M220M481353AM  Processed  Dganinad (3) NA
SompleFsed s 11272034 31529 PM Processed  NiA Downioad (1) Cawnioad
SampleFsedisr  W120%462230PM  Processed  Clownioad (61) A

Last Updated 1/13/2014
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Task Group: Appeals

Starting with the Field Tests administered in 2014, TIDE will manage requests for invalidating,
resetting, reopening, or restoring students’ assessments. These requests must result from a security
incidence that impacted testing. All requests must be approved by a state education agency

representative.

All test-related incidents must be recorded in the Test Security Incident Log located on the Smarter
Balanced portal (http://sbac.portal.airast.org/field-test/). For more information, refer to the Test

Administration Manual.

This section will be updated in March, prior to the start of the Field Test window.
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Task: Voice Pack

For the Spring 2014 Field Test, authorized users may download a specially licensed commercial
voice pack for Windows computers at no cost.

The NeoSpeech™ Julie Voice Pack is available for supported Windows computers (XP, Vista, 7, 8,0,
and 8.1). This voice pack can be used instead of the default Microsoft voice pack installed on those
computers and used by students who have text-to-speech.

Pursuant to an agreement between NeoSpeech™ and the American Institutes for Research, this
voice pack may be used only in conjunction with, and not separate from, the online tests delivered by
AIR’s Test Delivery System.

Instructions for downloading the NeoSpeech™ Julie Voice Pack are available from this Voice Pack
task page.

Figure 34. Voice Pack: Download NeoSpeech™ Voice Pack

Voice Pack

This page provides allows users to downkoad the NeoSpeach™ Jube Vce Pack, which can be used with supported Windows
computers,

NeoSpeech™ Julie Voice Pack
Pursuant to an agreement between NeoSpeech™ and the Amencan Institutes for Research {(AIR), authonzed usars may download and
nstall tha Juks Voica Pack from this page.

This voice pack is to be used only In conjunction with, and not separate from, the online assessments delivered by AIR's Test Delivery
System

Dunng the installaton process, you will be requred to accept the NeoSpeech™ End User License Agreement. Please read the terms
and conditions of thes kcense agreement carefully.

. m
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Appendix A: Opening a CSV File in Excel

You can open CSV files in Excel. Follow these steps to view the file correctly.

1. Open Microsoft Excel, and click the Data menu (O
tab. _39 Harme Insert Page Layout Formulas
2. Inthe Data menu, click the “From Text” icon. 3 From Access > Ly ﬂ B connections
The Import Text File dialog window will open. yFromies —J ] properties
N Fram Other Existing Refresh o
Sources = | Connections allx =2 Editlinks
et External Data Connedtions
3. Navigate to the location where you saved the (Fre s studences 12-28- 201100 B T
file. Select the file and then click [Import]. Tech = Canerl
4. The Text Import Wizard window will open. You Tt lmpert Wicard - S 1 o6 =
will have to navigate through three steps: S s sy
. . " . O Gt Troe
a. Step 1: Make sure “Delimited” is e 3= i Dt bt s oy oty 5
. @ Ceimbys Chazuciers such 43 torwes of Le seperete sach Seid.
selected, and click [Next]. Fiosd ST, ~Fickds o pred I GV wiF 800025 Detes €5 e
Note: This window also has a preview of | :uiwetsim 2 Bt | 071004 Umed faies =
the data in the file you selected. This
allows you to verify that you selected the e T I B

correct file.

Mazs Oendes, Bizzd =
“ddleNamei 00

b. Step 2: Click the check box next to
“Comma” and click [Next].

Vet lmpovt Whswd - hap 2 of 5 = =

Thic ooresn lets you seCEve Gelaviers your dosy CONGNE. Foe G 5o homr siuf Tt 5 afacied 0 the Orewewn
belan.

Tinat cammentve delrtucs s orw

A Tiext gunifer: -

i35 Sosker fast Sase
baschianaszo
Lasaciiases
Lasciasasl
Faszilasais

e sex (| wwsts |J|  oren
c. Step 3: Format numerical data as text. [Teat rport Wiaed - G 3 3 I =
. . . This scres 43 you St £50h DM M set Tt Do ot
2. Inthe Data Preview section, click a Cotarn st Forat
column. (The selected column will = Terers comess (e ks 10 e, e vikes 0 e v
e ravareg vahss = teat.
have a black background.) G po—

3. Inthe Column Data Format section,
click the radio button next to “Text.”
4. Repeat for each column (especially

for the following columns: District ID,

Institution ID, SSID, and Birth Date).

d. Click [Finish]. The data should populate
in separate columns in Excel.

Co nat preect cotann e
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Appendix B: Common Errors with File Uploads

For upload tasks (Upload Users, Upload Student File, and Upload Test Settings), common errors can
prevent records from being added or modified correctly.

File Validation

TIDE “screens” each file to check for any errors in the file. This section will display any errors that
exist in the file you uploaded. If your file has no errors, you will see “Your file has passed validation.”
This message indicates that the file was uploaded successfully and has no errors. (The file has not
yet been committed to TIDE.)

If your file has errors
Files with data not in the correct format as shown in the template will generate error messages by
row, identifying the error(s) by line (row) record in the file.

Some errors will prevent a record from uploading (e.g., invalid SSID or grade). A table of validation
messages will appear and contains information about the errors.

Sample Error Messages

2 SSI 123456789 Student not actve in cament Administration
2 SS0 123456789 SSID must Sxst In Systam

Record #: The row in the file in which the error appeared
Field Name: The column name that contains the error
Field Value: The text that you entered in the cell
Validation Message: A brief description of the error

Note: It is possible for a single record to have multiple errors.

Depending on the severity of the error(s), one of
the fOIIOWing will occur: o Error(s) in this record will cause the entire file upload to fail.
e The file will fail to upload.
e The file will upload, but TIDE will exclude
the record(s) that had errors. = This record has errors, but can be uploaded anyway.
e The file will upload, and TIDE will accept the record(s) that had errors. (These records will
need to be fixed in TIDE or uploaded in a new file.)

# The file can be uploaded, but this record will not be included.

Records without errors will be automatically accepted by the system.

If your file included errors, you have two options:
e Abort the upload. Click [Cancel], and then click [OK]. You can then make edits to the CSV file,
save it, and begin the upload process again.
o Proceed with the upload, and add the information to TIDE. To do so, click [Commit File]. Only
records without errors or records with acceptable errors will be uploaded to the system (rows
in yellow).
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These are some common errors:
e Having blank rows between records
e Inserting invalid characters (refer to appropriate user guide sections for information about
accepted formats)
o Uploading a test setting file that contains students who do not already exist in TIDE.
o Uploading a file for students or users in a school or district with which you are not associated.

If problems exist for a single record and you are unable to successfully upload that record, contact
the Smarter Balanced Help Desk for assistance.
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